
























































































































































































































































































































































































































































City of San Buenaventura, California

Appendices

Dept./Div.

Title

Original
Medium

All or
Current

Type of Vital
Record

Comments

City Clerk: City Council/
Successor Agency/Public
Facilities Financing
Authority: Records
Management Files

Budgets

R&l

Adopted budgets only

City Clerk: City Council/
Successor Agency/Public
Facilities Financing
Authority: Records
Management Files

Faithful Performance
Bond and Labor and
Material Bond Files

HA

R&I

City Clerk: City Council/
Successor Agency/Public
Facilities Financing
Authority: Records
Management Files

Grading Bond Files

R&l

City Clerk: City Council/
Successor Agency/Public
~ |Facilities Financing
Authority: Records
Management Files

Franchise Records

R&l

City Clerk: City Council/
Successor Agency/Public
Facilities Financing
Authority: Records
Management Files

Landmarks, Historical
Designations, and Points

‘|of Interest Records

HA

E,R&I

City Clerk: City Council/
Successor Agency/Public
Facilities Financing
Authority: Records
Management Files

Public Works Project
Files

HA

R&l

Active files for chosen
contractors only

City Clerk: City Council/
Successor Agency/Public
Facilities Financing
Authority: Records
Management Files

Real Property Documents

E,R&I

City Clerk: City Council/
Successor Agency/Public
Facilities Financing
Authority: Records
Management Files

Subdivision Map Act
Transaction Files

E,R&I

City Clerk: Compliance
with City, Election, and
Political Reform Acts

City Articles of
Incorporation and Charter
Files

R&l

City Clerk: Compliance
with City, Election, and
Political Reform Acts

Claims Files

HA

C

R&l1

Original Medium: HA=Hard copy (i.e., paper); MA=Machine-readable media (i.e. magnetic medium or optical disk); BO=Both.

All or Current: C=Current

Type of Vital Record: E=Emergency Operating; R & |=Rights-and-Interests



and Revitalization:
Successor Agency

Files
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Dept./Div. Title Original | Allor |Type of Vital Comments
Medium | Current Record
Community Development: Drawines. Proiect Pl HA c ER&I F isting faciliti 1
Administration wings, Project Plans R or existing facilities only
Community Development: |Inspectors’
Building & Safety: Code |Logs/Violations Case HA C E
Enforcement Files
Community Development:
Economic Development Annual Reports to State BO C R&I
e Controller
and Revitalization
1c Jevelop (Community/Urban HA C E,R&I
- |and Revitalization:
X Development)
Housing
Community Development:
Economic Development |, o pore HA C R&I
and Revitalization:
Housing
Community Development:
Economic Development .
and Revitalization: Program Files HA C R&T
Housing
Community Development:
Econom¥c ]?evc?lopment Revenue Bond Files HA All R&1
and Revitalization:
Housing
Community Development:
Econom}c I?evc?lopment D.evelopment Subject HA C R&I
and Revitalization: Files
Redevelopment Agency
ggglm;?é%g’egzloignt: Successor Agency
omic Leveiop Administration Formation HA All R&I
and Revitalization: .
Files
Successor Agency
Community Development:
Economic Development Successor Agency
and Revitalization: Minutes (Finished) HA C ER&I
Successor Agency
Commurity Development:
Economic Development Successor Agency Plan
and Revitalization: Files HA C R&l
Successor Agency
Community Development:
Economic Development Successor Agency Project HA C R&I

Original Medium: HA=Hard copy (i.e., paper); MA=Machine-readable media (i.e. magnetic medium or optical disk); BO=Both.

All or Current: C=Current

Type of Vital Record: E=Emergency Operating; R & I=Rights-and-Interests
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Dept./Div. Title Original | Allor |Type of Vital Comments
' Medium | Current Record
Community Development:
Economic Development Successor Agency
and Revitalization: Resolution Files HA ¢ R&I
Successor Agency
Community Development:
Economic Development Structural Calculations . o
and Revitalization: Files HA C R&l For existing buildings only
Successor Agency
Community Development: .
Planning: Advance General Plap and HA C E,R&I
. Elements Files
Planning
Community Development:
. General Plan
Plann%ng. Advance Amendments Files HA C E,R&I
Planning
Community Development: v
Planning: Advance General Plan HA C E,R&I
. Interpretations Files
Planning
Community Development: .
Planning: Current Planning Aerial Photographs HA C E,R&I
Community Development: California Environmental
unity Pment: 1 ality Act (CEQA) HA C E,R&I
Planning: Current Planning . .
Documentation Files
Comn?unlty Developmen.t: Casc. Files (Planning and HA c R&I
Planning: Current Planning|Zoning)
Community Development:
Planning: Current Planning Maps BO c ER&I
Community Development: |{Faithful Performance
Planning: Land Bond and Labor and HA All R&I
Development Engineering  |Material Bond Files
Community Development: .
Planning: Land Grading Bond Files HA All R&I1
Development Engineering
Community Development:
Planning: Land Monitoring Bond Files HA All R&l
Development Engineering
F{naan: and Tec.;hnology " |Federal Emergency
Financial Planning and
Analysis: Accounting and Management Agency HA C R&l
YSIS: & (FEMA) Records
Reporting
Finance and Technology:
Financial Planning and Fixed Asset Files HA All R&I

Analysis: Accounting and
Reporting

Original Medium: HA=Hard copy (i.e., paper); MA=Machine-readable media (i.e. magnetic medium or optical disk); BO=Both.

All or Current: C=Current

Type of Vital Record: E=Emergency Operating; R & I=Rights-and-Interests
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Dept./Div. Title Original | Altor |Type of Vital Comments
Medium | Current Record

Finance and Technology:
Financial Planning and Grant Files HA C R&l Active files only
Analysis: Accounting and
Reporting

Finance and Technology:
Financial Planning and Invoice Files : HA C R&I
Analysis: Accounting and
Reporting

Finance and Technology:
Financial Planning and

Analysis: Analysis and Budgets HA C R&I Adopted budgets only
Budgeting
Frane T g A,

. g Journal Entries (Account HA C R&I
Analysis: Analysis and

. Transfers)
Budgeting
Finance and Technology: Employee Time Sheets HA C R&I
Payroll
Fmance'and Technology: Purchase Contract Files HA C R&lI
Purchasing and Contracts
Finance and Technology:
Treasury: Cash and Debt  |Bank Reconciliation Files BO C | R&l
Management
Finance and Technology:
Treasury: Cash and Debt |Bond Files HA All R&Il
Management '
Finance and Technology:
Treasury: Cash and Debt [Customer Records BO C R&l
Management
Finance and Technology: .
Treasury: Cash and Debt Non Suﬁicwnt Funds HA C R&I

(NSF) Files

Management
Finance and Technology: ,
Treasury: Cash and Debt |Receipt Files BO C R&I

Management

Finance and Technology: Trustee Statements and

Treasury: Cash and Debt Reconciliations Files HA C R&l
Management

Finance and Technology:
Treasury: Revenue Utility Billing Records HA C R&l1
Management

Fire: Background
Administration/Operations |Investigations
Fire:
Administration/Operations

HA C R&I

Investigation Files HA C R&l

Original Medium: HA=Hard copy (i.e., paper); MA=Machine-readable media (i.e. magnetic medium or optical disk); BO=Both.
All or Current: C=Current
Type of Vital Record: E=Emergency Operating; R & I=Rights-and-Interests
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Dept./Div. Title Original | All or |Type of Vital Comments
Medium | Current Record
Fire: Fire Prevention Inspection Files HA C R&l
Human Resources:
Employee Benefits and Benefit Plan Billing Files HA All R&l
Services )
Human Resources:
Employee Benefits and COBRA Files HA All R&I
Services
Human Resources:
Employee Benefits and 1-9 Forms HA All R&l
Services
Human Resources: Official Personnel Files
Employee Benefits and HA All R&I
. (OPFs)
Services
Human Resources: . .
Employee Benefits and Retirce Medlc':al HA All R&I
. Enrollment Files
Services
Hunan Resources: Risk Insurance Policies HA C R&I
Management _
Parks, Recreation, and
Community Partnerships:  [Permit Files BO C R&l
Parks
Parks, Recreation, and
Community Partnerships:  |Plans HA C R&l
Parks
Police: Chief’s Office Background HA c R&I
Investigations, Hired
Officer Involved
Police: Chief’s Office Shootings (OIS) Case HA C R&I Active files only
Files
Police: Chief’s Office Official Personnel Files MA All R&I
(OPFs)
Police: Chief’s Office Personnel Complaints HA C R&I
Police: Operations: False Alarms BO C R&I
Training
Police: Professional Background
Standards Investigations, Non-Hired HA c RE&I
Police: Services: . .
Investigations/SWAT Case Files HA C R&l .|Active files only
Police: Services: Computer Aided Dispatch
Information Services (CAD) System MA c R&I
Police: Services: Tapes MA C R&I Audio, telephone, and

Information Services

radio communications only

Original Medium: HA=Hard copy (i.e., paper); MA=Machine-readable media (i.e. magnetic medium or optical disk); BO=Both.

All or Current: C=Current

Type of Vital Record: E=Emergency Operating; R & I=Rights-an‘d-lnterests
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Dept./Div. Title Original | All or |Type of Vital Comments
Medium | Current Record

Police: Services: Records {Report Files BO C R&I Active files only
Public Works: Engineering

and Operations: City Boundary Map Files HA All E.R&I
Administration

Public Works: Engineering

and Operations: Maps and Plats HA C R&I
Administration .

Public Works: Engineering

and Operations: Survey Files HA C R&I
Administration

Public Works: Engineering ’

and Operations: Design Annual Master Plans HA C E,R&I

and Construction

Public Works: Engineering

Capital Improvement As-built plans and design

and Operations: Design ; HA C E,R&I .
and Construction Files analysis files only
Public Works: Engineering e
and Operations: Design ?ﬁ:ls Property Acquisition HA C E,R&I
and Construction
Public Works: Engineering .
and Operations: Design ]S;::;)Vlfsy Field Books/Log HA All R&I1
and Construction
Public Works: Engineering .
and Operations: Streets and Ca]:)'ltal Improvement HA C E,R&I
Project Plans
Traffic
Public Works: Engineering
and Operations: Design  |Flood Control Files HA C E,R&1

and Construction

Public Works: Engineering
and Operations: Design Intersection Records HA C E,R&1
and Construction

Public Works: Engineering
and Operations: Design Maps HA C E,R&I
and Construction

Public Works: Engineering

and Operations: Design Parking Records HA C E,R&I Lot files only
and Construction

Public Works: Engineering

and Operations: Design Programs Files HA C E Federal Aid, Urban only
and Construction .

Public Works: Engineering
and Operations: Design Street Abandonment Files| HA C , E
and Construction

Original Medium: HA=Hard copy (i.e., paper); MA=Machine-readable media (i.e. magnetic medium or optical disk); BO=Both.
All or Current: C=Current .
Type of Vital Record: E=Emergency Operating; R & I=Rights-and-Interests
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Dept./Div. Title Original | Allor |Type of Vital Comments
Medium | Current Record

Public Works: Engineering
and Operations: Design Street Closure Files HA C E.R&I
and Construction
Public Works: Engineering .
and Operations: Design ISglér:]::sy Field Books/Log HA All R&l
and Construction
Public Works: Engineering
and Operations: Design Traffic Control Plans HA C E,R&I
and Construction
Public Works: Engineering
and Operations: Design Traffic Signal Files HA C E,R&I
and Construction
Water Billing/Customer Records HA C R&l
Water Data Files HA C R&I
Water

Incident Reports BO C R&l
Water Lfiboratory Certification HA C R&I

Files
Water Location Files HA E,R&I
Water Maps HA E,R&I
Public Works: Utilities: . .
Wastewater System: Permits HA C R&l E;hftr:lﬂ Waste Permit
Administrative Records es only
Water Plans HA E,R&I
Water Project Files HA R&I
Water Reclamation Records HA R&I
Water Air Pollution Control

‘ Reports/Studies Files HA C R&l District (APCD) Reports
only

Water o

Site Files HA C E For existing facilities only
Water

Training Records HA C E,R&I
Water Vehicle Records HA C R&I

Original Medium: HA=Hard copy (i.e., paper); MA=Machine-readable media (i.e. magnetic medium or optical disk); BO=Both.

All or Current: C=Current

Type of Vital Record: E=Emergency Operating; R & |=Rights-and-Interests
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APPENDIX 5: REQUEST TO CHANGE RECORDS RETENTION SCHEDULE FORM
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DATE:

TO: City Clerk and City Attorney

FROM:

The (Name of Department) requests consent to add, change, or delete the records retention
schedule for the records series described below or in the attachment; and City Council
approval of the revision to the City’'s Records Management Program approved by Resolution
No. 2011-0##.

DEPARTMENT RECORDS COODINATOR
DATE ‘

DIVISION HEAD
DATE

DEPARTMENT HEAD
DATE

CITY CLERK CONSENT
DATE

CITY ATTORNEY CONSENT
DATE
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APPENDIX 6: PROTOCOL FOR DESTRUCTION OF RECORDS STORED AT OFF-SITE
RECORDS STORAGE FACILITY

150
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PROTOCOL FOR DESTRUCTION OF RECORDS STORED AT
OFF-SITE RECORDS STORAGE FACILITY

. Each department is responsible for ensuring the “Request to Destroy Records” form is
signed by all necessary parties, the appropriate Inventory Forms are attached to the
form, and the information is sent to the City Attorney’s Office for approval. The City
Attorney’s Office will forward the completed form to the requesting department to
continue the destruction process.

. Once the City Attorney’s Office has authorized the destruction, the Department Records
Coordinator makes arrangements for the appropriate boxes to be pulled and held at the
off-site records storage facility. The Department Records Coordinator shall verify the
box numbers and contents of each box. The Department Records Coordinator shall
provide labels with the following information: ‘Reviewed and Approved For Destruction,
date and signature,” affix a label in the lower right hand corner of each Inventory Form
marked for destruction, mark each box with the letter “D,” and date in the lower, right-
hand corner of the inventory box (the end with the storage center number). While at the
records storage facility, the Records Coordinator will request a Work Order for
Destruction, which lists the boxes reviewed and approved for destruction, to prevent
these boxes from being returned to active inventory. This triggers the storage company
to destroy the appropriate boxes and to provide a Certificate of Destruction within ten
days to the requesting department.

. When there is a “mixed box” (i.e. a box containing records to be destroyed, permanent
records, and/or records not yet approved for destruction), all records approved for
destruction shall be lined off on the Inventory Form. Should there be records in a given
box that must be retained, all documents subject to destruction will be removed from
the box and the box with the remaining records shall be refiled.

. Upon receipt of the Certificate of Destruction, the Department Records Coordinator will
cause the executed Certificate of Destruction, Request To Destroy Records form, and
attached Inventory Forms to be purged from the ACTIVE INVENTORY. The Certificate
of Destruction, the original Request To Destroy Records form, and appropriate
Inventory Forms shall be placed in the “Destroyed Files” section of the appropriate
notebook.
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Reviewed and Approved for Destruction:

Date: _

Sign:

Reviewed and Approved for Destruction:

Date: _

Sign:

Reviewed and Approved for Destruction:

Date:

Sign:

Reviewed and Approved for Destruction:

Date:

Sign:

Reviewed and Approved for Destruction:

Date:

Sign:

Reviewed and Approved for Destruction:

Date:

Sign:

Reviewed and Approved for Destruction:

Date:

Sign:

Reviewed and Approved for Destruction:

Date:

Sign:

152

Reviewed and Approved for Destruction:

Date:

Sign:

Reviewed and Approved for Destruction:

Date:

Sign:

Reviewed and Approved for Destruction:

Date:

Sign:

Reviewed and Approved for Destruction:

Date:

Sign:

Reviewed and Approved for Destruction:

Date:

Sign:

Reviewed and Approved for Destruction:

Date:

Sign:

Reviewed and Approved for Destruction:

Date:

Sign:

Reviewed and Approved for Destruction:

Date:

Sign:
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APPENDIX 7: REQUEST TO DESTROY RECORDS
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DATE:

TO: City Attorney

FROM:

The (Name of Department) requests approval to destroy the departmental records series
described below or in the attachment pursuant to the City’s Records Management Program
approved by Resolution No. 2011-0##.

DEPARTMENT RECORDS COODINATOR
DATE

DIVISION HEAD
DATE

DEPARTMENT HEAD
DATE

CITY CLERK CONSENT
DATE

CITY ATTORNEY APPROVAL
DATE
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APPENDIX 8: REQUEST TO TRANSFER RECORDS FORM
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DATE:

TO: City Clerk and City Attorney

FROM:

The (Name of Department) requests consent and approval to transfer responsibility for the custody of the records
series described below or in the attachment to (Name of Department) pursuant to the City’s Records
Management Program approved by Resolution No. 2011-0#.

TRANSFERRING DEPARTMENT RECORDS COODINATOR
DATE

TRANSFERRING DIVISION HEAD
.DATE '

TRANSFERRING DEPARTMENT HEAD
DATE

RECEIVING DEPARTMENT RECORDS COODINATOR
DATE

RECEIVING DIVISION HEAD
DATE

RECEIVING DEPARTMENT HEAD
DATE

CITY CLERK CONSENT
DATE

CITY ATTORNEY’S APPROVAL
DATE




STATE OF CALIFORNIA )

COUNTY OF VENTURA ) ss

CITY OF SAN BUENAVENTURA )

I, Roxanne Fiorillo, Deputy City Clerk of the City of San Buenaventura, California, certify
that the foregoing Resolution was passed and adopted by the City Council of the City of
San Buenaventura at a regular meeting on February 24, 2014, by the following vote:

AYES: Councilmembers Morehouse, Tracy, Andrews, Monahan, Deputy
Mayor Nasarenko, and Mayor Heitmann.

NOES: None.
ABSENT: Councilmember Weir.

IN WITNESS WHEREOF, | have set my hand and affixed the seal of the City of San

Buenaventura on February 25, 2014.

Deputy City Clerk




